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Purpose
Use this procedure to maintain Uniform Services Shared Leave Pool donations and
withdrawals for both a Donor and Recipient in HRMS.

Trigger
Perform this procedure when an eligible employee is donating or withdrawing to/from the
Uniform Services Shared Leave Pool.

Prerequisites

e Both the Donor and Recipient must have the Home Pool and Foreign Pool created on the
Share Leave Eligibility (WA) (0696).

The following roles can view or maintain these infotypes:

Shared Leave Eligibility (0696) — Payroll Processor, Time & Attendance Processor, Leave
Corrections Processor

Shared Leave Donation/Return (0613) — Payroll Processor, Leave Corrections Processor

Time Quota Compensation (0416) — Personnel Administration Processor/Supervisor, Payroll
Processor/Analyst/Supervisor/Inquirer, Time & Attendance Processor/Supervisor, Leave
Corrections Processor

Quota Corrections (2013) — Personnel Administration Processor/Supervisor/Inquirer, Payroll
Processor/Analyst/Supervisor/Inquirer, Time & Attendance Processor/Supervisor/Inquirer,
Leave Corrections Processor

Transaction Code

PA30
Date Procedure Update Log
9/25//07 Created
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Helpful Hints

e This is effective October 1, 2007. For more information, agencies are advised to review
the guidelines established by the Washington Military Department
http://mil.wa.gov/usslp.shtml.

e The Payroll Processor/Supervisor, Time & Attendance Processor/Supervisor/Inquirer and
Leave Corrections Processor may use the Attendance System Change Report to verify the
employee’s absence quotas. To access this report, use the transaction code
ZHR_RPTTMO084.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click ﬁ (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & i
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the transaction code PA30.

Maintain HR Master Data

HR master data Edit Goto Extras Utilities Settings

& aldH €@ SHE anan BRI @

Maintain HR Master Data
Dz e oo d| L

[——————
| |I| | | |I|$ | Fy | Personnel no.
Find by '
= i Person
fHi Collective search help
K} search term
fHl Free search
Basic Personal Data k Payrall k Benefits k Time Recording k Addtl. Personal Data “I
""" | [infotype text [E.| ]| [ Pericd
Actions [+]| | ® Period
Organizational Assignment [+] Fr. To
__|Personal Data CiToday 1 Curr.week
_|Addresses A ) Current month
|__|Planned Working Time ) From curr date O Last week
_|Basic Pay 'Up to Today (' Last month
_Contract Eirarnie (1 Current Period () Current Year
Date Specifications [«] = Choose
JFamileelated Person B
Direct selection
Infotype STy
2. Complete the following fields:
Field Name R/O/C Description
Personnel No. R This is a unique identifying number assigned by HRMS for

identification purposes. This number will follow the employee
throughout his/her employment with the State of Washington.
This will replace the use of identifying employees by social
security number.

Example: 49940019 (Leslie Thomas)

3. Click @ (Enter) to validate the information.
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4.  Click | Time Recording | tab.

| |shared Leave Donation/Return (WA) || || 4 sorect

5. Click the gray box to the left of
Maintain HR Master Data

@ IH @@ CHE DD AR @@
Maintain HR Master Data

O« oo a| L

~|Peomeino.poscoce 5
= -4996
EESubgroup 06

Payroll | Benefits

Basic Personal Data Time Recording

D Period
— @ Period
[=
] Fr. Ta
= ) Today ) Currweek
é Al ) Current month
' From curr.date ) Lastweek

=

= 'Up to Today ) Last month
= ) Current Period ) Current Year
8

s

! Infotype Shared Leave Donation/Return.. STy

6. Click @ (Create) to create a new record.
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Subtypes for mfotype "Shared Leave Donation/Return (WA)" (1) 2 Entries found

""""" d Leave Donation/Return (WA)" (1)

Restrictions |

[ W

v |HE|H| B & (D

5Typ Hame

0001 |Donation/Return
0002 Withdrawal

7. Perform one of the following:

If Go To
an employee is donating to the Uniform Services Shared Leave Pool Step 8
an employee is receiving leave from the Uniform Services Shared Leave Pool Step 14
8.  Double-click [99071]DONELONREIM from the selection list.
State of Washington HRMS
File name: Version: Training Team Draft Script SAP Parent
SHAREDLV_UNIFORM_SRVS_PO Last Modified: 10/1/2007 9:10:00 AM Page 6/16

OL_DONATION_WITHDRAWAL.DO
C
Reference Number:



Title: Shared Leave - Uniform Srvs Pool - Donation or
Withdrawal
Processes :
Sub-Processes :
HRMS Training Documents

Create Shared Leave Donation/Return (WA) (0613)

Infotype  Edit Help

[a]
L,
Personnel Mo 499400189 Mame THOMAS LESLIE HOMER
EE group B Permanent Personnel ar 4908 Dept Matural Resources

EE subgroup 06 WM-OT Eli rs/.. SSN 536-98-4154 Status  Active
Start bas25/2007 (@)

ared Leave Llonaton/meturn

Abs.guota type £ B
Mumberfunit =

& Home Pool
0002 Shared Leave - Common Pool

) Foreign Pool

Foreign Pool ID B
) Employee Eﬁmnum Related

Personnel no.

Target Abs. guota |
i External Recipient

Ext. Person

Absence Quota Type

9. Complete the following fields:
Field Name R/O/C Description
Start R  |This is the date on which the record begins.
Example: 9/25/2007
Abs.quota type R It is a specific absence quota, such as Annual Leave or Sick
Leave.
Example: 31 Annual
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Field Name R/O/C Description
Number/unit R This is a combination of fields that defines the number to be
compensated and the time unit, such as hours, days, weeks,
etc.

@ Enter the amount of hours to be donated.
Example: 10.0 (hours)

Foreign Pool ID R For employees to be eligible to donate or receive Uniform

Services Shared leave, each should be assigned to a Foreign
Pool ID.

& This should be selected before clicking the Foreign
Pool radio button. Uniform Services Shared Leave
Pool would be the appropriate option.

Example: 9001 Uniform Services Shared Leave Pool

10. Click the - Foreign Fool radio button to select.

& The following message will appear if this radio button is selected before the Foreign
Pool ID has been selected from the drop-down menu.

|T® Foreign pool is blank, please select a value.
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Create Shared Leave Donation/Return (WA) (0613)

Infotype Edit Goto

Extras System Help
ajd 0 e CHE DL I BE @
Create Shared Leave Donation/Return (WA) (0613)

&
Personnel Mo 49940819 Mame THOMAS LESLIE HOMER
EE group B Permanent Personnel ar 4900 Dept Matural Resources
EE subgroup @6 M-OT Elig=40hrs/.. 55N 536-98-4154 Status Active
Start pas25/2007 =)
Shared Leave Donation/Return (WaA)
Abs.quota type 31 Annual Leave/Vacation e
Mumberfunit 10.00 Hours
) Home Poal
Home Pool ID 0002 Shared Leave - Common Fool El
@ Foreign Poaol
Foreign Pool ID 9001 Uniformed Service Shared Leave Pool e
i Employee [ ] Amount Related

Personnel no.

Target Abs. quota |
i) External Recipient

Ext. Person

Absence Quota Type

11.  Click @ (Enter) to validate the information.

12. Click (Save) to save.
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Maintain HR Master Data

{H} Collective search help 08Py

{H} search term
[l Free search

Period,
® Period
EI: To
O Today O Curr.week
A ) Current manth
) From curr.date O Last week
) Up to Today ) Last month
) Current Period ) Current Year

Shared Leave Donation/Retur STy 0061 Donation/Return

@ The system displays the message, "Record created."

13. You have completed the transaction to donate to the Uniform Services Shared Leave Pool.
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For the employee to receive leave from the Uniform Services Shared Leave Pool, perform the
following steps:

Maintain HR Master Data

@ IH €@ CHE DDa0 BE Q|
Maintain HR Master Data

[a) 2 s

~[Pesometna,  posios 4
EEsungroup 56

Basic Personal Data

Fayroll  Benefits Time Recording

1 Infotype text [E.] | [Period
i Employee Remuneration Info @ Period
=]
o Fr. To
=x I Today I Currweek
Ea Al ) Current month
= 'From curr.date ) Lastweek
53 Up to Today ) Last month
— ) Current Period ) Current Year
0
¢ .
! Infotype Shared Leave Donation/Return.. STy

14. Click @ (Create) to create a new record.
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Subtypes for Infotype “Shared Leave Donation/Return (WA)” (1) 2 Entries found

A" (1) 2 Entries found
Restrictions |

| o

v |HE|H| B & (D
V=

5Typ Hame

0001 |Donation/Return

0002 Withdrawal
15. Double-click |UDD2 Withdrawal from the selection list.

Create Shared Leave Donation/Return (WA) (0613)

Infotype  Edit

@
Create Shared Leave Donation/Return (WA) (0613)
o
i

Personnel Mo 49940018 Mame THOMAS LESLIE HOMER
B Permanent Personnel ar 4900 Dept Matural Resources
813] i rsf.. 55N 536-08-4154 Status Active

pa/25/2007 @)

EE group

Shared Leave Donation/Return (WA)
Abs.quota type & il
|:[| Mumberiunit [
=]
— || ®Home Pool
Home Pool 1D 0002 Shared Leave - Comman Pool =l
_'Foreign Pool
i ign Pool ID &l
1 areign Foo
T
e

16. Complete the following fields:
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Field Name R/O/C Description
Start R |This is the date on which the record begins.
Example: 9/25/2007
Abs.quota type R It is a specific absence quota, such as Annual Leave or Sick

Leave.

0 Always select Uniformed Serv Lv Pool when
completing a withdrawal.

Example: 47 Uniformed Serv Lv Pool

Number/unit

This is a combination of fields that defines the number to be
compensated and the time unit, such as hours, days, weeks,
etc.

@ Enter the amount of hours to be withdrawn.
Example: 5.0 (hours)

Foreign Pool ID

For employees to be eligible to donate or receive Uniform
Services Shared Leave, each should be assigned to a
Foreign Pool ID.

& This should be selected before clicking the Foreign
Pool radio button. Uniform Service Shared Leave
Pool would be the appropriate option.

Example: 9001 Uniformed Service Shared Leave Pool.

17. Click the " Foreign Pool

radio button to select.

& The following message will appear if this radio button is selected before the Foreign
Pool ID has been selected from the drop-down menu.

|T@ Foreign pool is blank, please select a value.
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Create Shared Leave Donation/Return (WA) (0613)

Infotype  Edit

&
Create Shared Leave Donation/Return (WA) (0613)
[a]
2,
Personnel Mo 49940019 Mame THOMAS LESLIE HOMER
EE group B Permanent Personnel ar 4900 Dept Matural Resources
EE subgroup 06 M-OT Elig=40hrs/.. SSN 536-93-4154 Status Active
Start los25/2007 [=)
Shared Leave Donation/Return (WA)
Abs.quota type 47 Uniformed Serv Lv Pool &
) Mumberfunit 5.00 Hours
_'Home Poal
Home Poal ID 0002 Shared Leave - Common Pool El

@ Foreign Pool
Foreign Pool ID 2001 Uniformed Service Shared Leave Pool E

|| 05 g3 | B

e

18. Click V] (Enter) to validate the information.

19. Click (Save) to save.

@ The system displays the message, "Record created.”

20. You have completed the transaction for withdrawing leave from the Uniform Services Shared
Leave Pool.
Result

You have donated annual leave to the Uniform Services Shared Leave Pool or an employee
has received leave from the Uniform Services Shared Leave Pool.

Comments
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When a donation has been made to the Uniform Services Shared Leave Pool, a record will be
created on Time Quota Compensation (0416) indicating the leave being deducted from their
quota balance.

& Any time the Create Shared Leave Donation/Return (0613) infotype has been
created incorrectly, contact the ISD Help desk for assistance @ 360-664-6400

Display Time Quota Compensation (0416)

n Help

afa CEQ LHA DO DR @m
Display Time Quota Compensation (0416)

H B2
1
‘: Personnel No. 48940019 MName THOMAS LESLIE HOMER
F.. | PersArea 4800 DeptNatural Resources EEGroup @ Permanent
= 1| PSubarea OOPT Agywide Mon Sup EESubgroup 06 M-OT Elig=40hrsiwk  Status  Active
Start 09/25/2007 Chg. 09/25/2007 KELLYW
Comp. method 10088 Free compensation
Il:n Compensation specifications
===\| Time quota type 31 Annual Leave/Vacation |_ Compensation using default |¢
Compensation rule (eee] | 3 Manual compensation |
g Mo. to compensate 10. 00008
E‘ [+] Do not account
=
? Absence quotas
— | ATy |Quota text Enﬂ. Unit Rim. Comp. WT Amou_nt C&E_Deducﬂonf._ Detﬂonto B Quota counter
| 31/Annual Leave/Vacation |8.00000 Hours | 0.00000 | 8.00000 0.00 [v] 121612006 (1203109999 | [ | 99098998990855922904
a 31Annual Leave/Vacation | 8.00000 Hours | 6.00000 | 2.00000 0.00 [v] |01/16/2007 |12/31/9999 | [ | |0000BO000BO855042006
=

When a withdrawal has been made from the Uniformed Services Shared Leave Pool, a Quota
Corrections (2013) will be created for the recipient. Users should verify that this record has been
created. In order for the quota correction to be created, Time Evaluation (ZT60) must be performed
for the recipient to create the quota from the just created quota correction that was created by the
withdrawal action. After performing ZT60, user should verify that the quota has been created, by
viewing Quota Corrections (2013) or running the Attendance System Change report
(ZHR_RPTPTMO084).
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Overview Quota Corrections (2013)

@ IH @@ SHE DA BE @
List Quota Corrections (2013)

D/l7)[m (o] |@|

400940019 THOMAS .
(&) 4900
RO15 536-08-4154
i B1/01/1800 [ 12/31/9909
Quota Corrections
r Start Date  |End Date  |[AbQu... |Number Operati... Transfer
12M4/2006 12142006 42 0.00000 + X Transfer collected e. @/ [«]
12/06/2006 _|[12/06/2006 1.00000 + X Transfer collected e.. @] [*]
1002502007 1002542007 47| 5.00000 + W Only transfer quota . &
El
El
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